information Technology Division
WEALTH AND WUMAN SERVICES



NC DHHS NCTracks Companion Guide
Trading Partner Information ASCX12N005010

Disclosure

This template is Copyright © 2010 by The Workgroup for Electronic Data Interchange (WEDI)
and the Data Interchange Standards Association (DISA), on behalf of the Accredited Standards
Committee (ASC) X12. All rights reserved. It may be freely redistributed in its entirety provided
that this copyright notice is not removed. It may not be sold for profit or used in commercial
documents without the written permission of
i s0 without impiedwaranpyrNete thatthercopyright on the underlying ASC X12
Standards is held by DISA on behalf of ASC X12. 2011 © Companion Guide copyright by
CSRA.

The information in this document is subject to change. Changes will be posted via the NCTracks
website located at https://www.nctracks.nc.gov/content/public/providers/provider-trading-

partners.html.
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Preface

Companion Guides (CG) may contain two types of data, instructions for electronic
communications with the publishing entity (Trading Partner Information) and supplemental
information for creating transactions for the publishing entity while ensuring compliance with the
associated ASC X12 Implementation Guide (IG) (Transaction Instructions). Either the Trading
Partner Information component or the Transaction Instruction component must be included in
every Companion Guide. The components may be published as separate documents or as a
single document.

The Communications/Connectivity component is included in the Companion Guide when the
publishing entity wants to convey the information needed to commence and maintain
communication exchange.

The Transaction Instruction component is included in the Companion Guide when the publishing
entity wants to clarify the 1G instructions for submission of specific electronic transactions. The
Transaction Instruction component content is limited by ASCX 12 6s copyrights
statement.
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1. Introduction

1.1 PURPOSE

This document is intended to provide information from the author of this guide to Trading
Partners to give them the information they need to exchange Electronic Data Interchange (EDI)
data with the author. This includes information about registration, certification, connectivity, and
support, and specific information about control record setup.

1.2 SCOPE

This Trading Partner Information Companion Guide is intended as a resource to assist
providers, clearinghouses, service bureaus, and all other trading partners of the North Carolina
Division of Health Benefits (DHB), Division of Mental Health (DMH), Division of Public Health
(DPH), and Office of Rural Health and Community Care (ORHCC) in successfully conducting
EDI of administrative health care transactions using NCTracks, the multi-payer system
supporting these payers. This document provides instructions for enrolling as an NCTracks
Trading Partner, obtaining technical assistance, initiating and maintaining connectivity, sending
and receiving files, testing, and other related information. This document does not provide
detailed data specifications, which are published separately by the industry committees
responsible for their creation and maintenance.

1.3 OVERVIEW

This guide provides communications-related information that a Trading Partner needs to enroll
as a Trading Partner, obtain support, format the ISA and GS envelopes, submit tests, and
exchange production transactions with NCTracks.

Providers who are not enrolled in NCTracks cannot enroll as Trading Partners until registered
and credentialed with NCTracks. Please contact NCTracks Enrollment at
1-800-688-6696 or visit the following website:

https://www.nctracks.nc.gov/content/public/providers/provider-enrollment.html

1.4 REFERENCES

The NCTracks website contains links to all forms and related information for enroliment as a
Trading Partner. Refer to http://www.nctracks.nc.gov/index.html for additional information and a
variety of useful quick links such as FAQs, enrollment instructions, and complete set of
companion guides on NCTracks.

For NCTracks Health Insurance Portability and Accountability Act (HIPAA) Companion Guides,
please visit the following website. Transaction companion guides are also available within the
Trading Partner Testing Portal, which is a self-service EDI test site for NCTracks trading
partners.

http://www.nctracks.nc.qgov/provider/quides/index.html

For NCTracks trading partner enrollment information, please visit the following website:

https://www.nctracks.nc.gov/provider/providerEnrollment/
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2. Getting Started

2.1 WORKING TOGETHER

NCTracks Support Services Contact Information
Phone: 1-800-688-6696

Email: NCTracksprovider@nctracks.com

Website: http://www.nctracks.nc.gov/provider/index.html

EDI Technical Assistance
Phone: 1-800-688-6696, option #1

Email: NCMMIS EDI SUPPORT@csra.com

Website: http://www.nctracks.nc.gov/provider/index.html

Companion Guides: http://www.nctracks.nc.gov/provider/quides/index.html

Provider/Trading Partner Enroliment
Currently Enrolled Provider (CEP), Billing Agent Enrollment:

Phone: 1-800-688-6696

Email: NCTracksprovider@nctracks.com

Website: https://www.nctracks.nc.gov/provider/providerEnroliment/

NCTracks Enrollment:
Phone: 1-800-688-6696

Email: NCTracksprovider@nctracks.com

https://www.nctracks.nc.qgov/content/public/providers/provider-enrollment.html

2.2 TRADING PARTNER REGISTRATION

2.2.1 Trading Partner/Providers Enrollment

An EDI Trading Partner is any entity (provider, billing service, software vendor, employer group,
financial institution, clearinghouse, etc.) that transmits electronic data to or receives electronic
data from another entity.

Trading Partner registration, which includes electronic signature of the Trading Partner
Agreement (TPA) and generation of the Transaction Supplier Number (TSN), is an online
process, and the instructions are provided in this document. Clearinghouses, service bureaus,
trading partners, billing agents, and other entities that intend to exchange electronic transactions
with NCTracks must sign the TPA and be enrolled into NCTracks.
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Successful enrollment is required before proceeding with exchange of EDI data.
Currently Enrolled Provider (CEP), Billing Agent Enroliment:

Phone: 1-800-688-6696

Email: NCTracksprovider@nctracks.com

Website: https://www.nctracks.nc.gov/provider/providerEnrollment/

NCTracks Enrollment:
Phone: 1-800-688-6696

Email: NCTracksprovider@nctracks.com

https://www.nctracks.nc.qov/content/public/providers/provider-enrollment.html

Please note that all entities should obtain NCID (North Carolina Identity Management)
credentials before enrolling into NCTracks. For information on obtaining NCID credentials,
please refer to the following websites:

NCID Registration: https://ncid.nc.gov

NCID FAQs: https://www.ncid.its.state.nc.us/NCID FAQZ2.asp

2.2.2 User Provisioning and Mailbox Creation Steps

Any users registered and provisioned in the Billing Agent application on or before June 24, 2013
will automatically be provisioned into NCTracks and their mailboxes will be created before
Go-Live.

Trading Partners can provision themselves to submit their files via MovelT/FTP-Batch and
Council for Affordable Quality Healthcare Committee on Operating Rules for Information
Exchange (CAQH CORE) methodologies. Following are the steps for those Trading Partners
(clearinghouses, billing agents, etc.) who will be provisioning themselves after July 1, 2013.
These steps are usually performed by the office administrator or user administrator. Users
whose NCIDs are provisioned to submit or receive X12 transactions will have their own
individual mailboxes.

2.2.2.1 New User Setup Instructions

This series of web pages allows the office administrator or user administrator to create a new
user in the NCTracks application.

Step 1:
Log in to https://www.nctracks.nc.qov.

Enter your NCID and Password and click the Log In button.
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Provider Portal Login AA

The NCTracks Web Portal contains information that is private and confidential,

Only users of legal age or with parental consent authorized by the North Carolina Medicaid Management Information Systems
(MC MMIS) may utilize or access NCTracks Web Portal for approved purposes. Any unauthorized use, inappropriate use, or
disclosure of this system or any information contained therein is prohibited and may result in revocation of access and/for
legal action, If you are not an authorized individual, this private and confidential information is not intended for you, If you
are not authorized to access this content, please click 'Cancel'.

MC MMIS retains the right to moniton record, distribute, or review any user's electronic activity, files, data, or messages, any
evidence of illegal or actionshle activity may be disclosed to law enforcement officials,

By continuing, you agree that you are authorized to access confidential eligibility, enrollment and other health insurance
coverage information. Please read mare in our Legal and Privacy Policy pages.

YOUR ACCOUNT
® All users are required to have an MCID to log in to secure areas.
® Passwords are case-sensitive. Please ensure your Caps Lock key is off,

User ID (NCID): Password:
Faorgot Login Forgot Passward

|3 Log In | |Clear | Cancel

portal-jwap-trunk-10060-14974
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Step 2:

The page in this step determines whether the user you are creating is an owner/managed
relationship user. Select No and click the Next button if you are not creating an owner/managed
relationship user.

@ NCTracks - New User Setup - Windows Internet Explorer =
@\J - |ﬁ https://int.nctracks.com/DirectConnect/Admin/UserWizard ] |&,| x | \ Starthlow o~

Eile Edit View Favorites Tools Help

q:: Favorites {.; ] Encrypting-Decrypting a S... g Suggested Sites v @1 Web Slice Gallery IS How to Set Up SSLon IS 7...

5 NCTracks - New User Setup | %iov B v [ & v Bagev Ssfetyv Took~ @@w

= ~

& Welcome, fred smith. (Log out) el

P rovider PD rtal Eligibility = Prior Approval = Claims Referra( Adi Payment Trading Partner | Code Search Consent Forms

+ Home } User Administration } New User Setup

New User Setup & AA | Hep
¥ indicates = required field Legend -

Welcome to the NCTracks User Administration New User Setup. This is a simple four step process for adding a New User to your NCTracks Administration Account. This Setup allows
Office Administrators/User Administrators to easily set up new accounts for users that have an NCID and email within an organization. The Office Administrator/User Administrator
can assign Provider Groups and roles for each user being added.

You may begin adding a new user here:

2
STEP 1 OF 4- NEW USER ASSIGNED AN ELECTRONIC PIN? £
® A PIN allows a user to submit secure forms in the NCTracks Provider Portal. E
® Once you have completed the information below, click 'Next' to continue.
# Is the New User an owner, or do they have a managing relationship with the Administration Account NPIT?
© Yes © No
+
Next »

Clear || Cancel

About Privacy Accessibility Browser Support

idle timer re/init at 3:2:11 pm portal: pong
portal-jwap-trunk- 10045- 13854
stop clock running :1314

& Intemet | Protected Mede: On 3 v ®100% v

=T EleElElel e zlE =l l=]
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If you are creating an owner/managed relationship user, select Yes and select the
Owner/Managing Employee from the drop-down field. Click the Next button.

{& NCTracks - New User Setup - Windows Internet Explorer =)
@U' [ https:/int.nctracks.com/DirectConnect/Admin/UserWizard - & [4]x][© stortvow » -]

Eile Edit View Favorites Tools Help

i Favorites | 5l @) Encrypting-Decrypting a S... @ Suggested Sites v f] Web Slice Gallery v JI5 How to Set Up S5Lon IS 7.

| NCTracks - New User Setup L] Ly B) v & v Pagew Safetyw Tookw @v

=

i Welcome, fred smith. (Log out)

Provider Portal Eligibility | Prior Approval | Claims Referral Administration = Payment Trading Partner | Code Search | ConsentForms

* Home » User Administration » New User Setup

New User Setup & AA | Hep

# indicates 2 required field Legend -~

Welcome to the NCTracks User Administration Mew User Setup. This is a simple four step process for adding a New User to your NCTracks Administration Account. This Setup allows
Office Administrators/User Administrators to easily set up new accounts for users that have an NCID and email within an organization. The Office Administrator/User Administrator
can assign Provider Groups and roles for each user being added.

You may begin adding a new user here:
2 E
STEP 1 OF 4- NEW USER ASSIGNED AN ELECTROMIC PIN? N
® A PIN allows a user to submit secure forms in the NCTracks Provider Portal.
® Once you have completed the information below, click 'Next' to continue.
% Is the New User an owner, or do they have a managing relationship with the Administration Account NPI?
@ Yes © No
@ Select the applicable owner/managing employee from the list populated below. Upon submission, the PIN will be sent to the email specified on 'Step 2'.
® Click 'Next' to continue setting up the New User.
Owner/Managing Employee: Choose hd
WYNETTE , TAMIE S: xooexx-4548 N
Next » I
Clear || Cancel
About  Leaal Erivscy  Accessibility

@ Internet | Protected Mode: On fg v ®M100% v
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Step 3:

At a minimum, enter all the required data elements for the page. When entering the User ID
(which is an NCID), click the Validate button to ensure the NCID is valid. The system will
populate the Email field with the email address that was used when the NCID was created.
Click the Next button.

& NCTracks - New User Setup - Windows Internet Explorer =]
@Q - |ﬁ https://int.nctracks.com/DirectConnect/Admin/UserWizard A | |"f| x | ‘ StartNow o -
Eile Edit View Favorites Tools Help
o Favorites % @] Encrypting-Decrypting a S.. @ Suggested Sites v jg| Web Slice Gallery v 115 How to Set Up SSLon IS 7...
_|{f;' NCTracks - New User Setup ‘7‘ 1 I ~ [ @ v Pagev Safety~v Took<v @w

& Welcome, fred smith. (Log out)

|

Provider Portal i i Payment | Trading Partner | Code Search ~Consent Forms

+ Home } User Administration } New User Setup

New User Setup & AA | e
% indicates = required fisld Legend -
2
STEP 2 OF 4- CREATE A MEW USER N
® Complete or modify required information.
® Enter the "NCID' and click 'Validate’ to populate the email address on record with NCID. A new email address may be entered after the NCID is validated.
*A User Administrator has access to the NCTracks User Administration Site, and can add, maintain, and delete General Users.
% Last Name: WYNETTE % First Name: TAMIE =
Middle Initial: S Suffix:  Choose +
s Email: Phone #: |(000) 000-0000 ext.
# User ID (NCID): | Validate | Get NCID * User Type: Choose -
Y
{t Previous Next 1

Clear || Cancel

Accessibility Contact Us

idle timer re/init at 3:15:24 pm portal: pong

portal-jwap- trunk-10045- 13854
stop clock running :1796

: v 8 -
Done_ & Internet | Protected Mode: On B L 100%
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Step 4.

Select a Provider Group from the Available Groups list on the left side of the page, and click the
Add button to add the group to the Selected Groups list on the right side. The Selected Groups
list contains the selected Provider Groups for the user you are creating. A Provider Group
contains the National Provider Identifiers (NPIs) for which the user can bill. To view the NPIs in
a Provider Group, select the group from the Selected Groups list and click the Show Assigned
Groups Legend button. A list of all the NPIs in the selected group will display in the Group
Legend field.

After selecting all the Provider Groups for the user, click the Next button.

- e e, Tresd smith
Provider Parta Ebgibdny  (Prior Appeovel  Claims  Relerrsl  AGTESVRNOR  Peymest  Tradeg Paraer  Code Leasch  Consenl Fodm
" Home b User Adrmselea e ® M
Mew User Setup = ah
- dsiatad & tiguerad bl Legeand
gt | tabchatma A0 ) to do bussness
- o
-
Clmmn —") Empty I
Clamrres Baibih
Eligesdty il A
Elpelnbity Bapich -
Peaw Annigned Growsga Legend
i ——y
I Previo sl

Clear Cancel

el Efely Fiwl A0 JD22:5F D POTLAC pong

:.'n:.p nl::-:l;lr.mn; 1797 .

= = i Inberre | Frodected Mode Ge = BN v g
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Step 5:

Select a role from the Available Roles list on the left side of the page, and click the Add button
to add the role to the Assigned Roles list on the right side. The Assigned Roles list contains the
roles that the user can perform in the Provider Portal, for the user you are creating. To view an
explanation of each role, select a role from the Assigned Roles list and click the Show
Assigned Role Legend button. A list of all the roles will display in the Roles Legend field.

After selecting all the roles for the user, click the Submit button.

= W e, Teed amith
Provider Porta Ebgiliny P Bppeewal  Claims  Belervel  Admeonon  Peyrest  Trodeg Pareer  Code Seasch  Consent Foimm
B HOme b e Al Falsn 8 Mew llsss Selup
New User Setup & aA
B odciates o iegesad fald Legend -
Sror d oF 4 - AS5IGH ACCESS BOLES TO THE HEW Uste
* Select the access roa(s] from the avadable robes for thes Mew User [Estclalms10)
& Chcl "Subanlt” when you afe feady 1o SOUVEDR B lew Uied you Buies cradbisg
w5 Bights ket Leg
. ® s -
Chasck Recipsent Elgubdidy - Bl p Empty !
Clinrres Bt T
Clsafve A AN
Elguhebity Blaichy
X o§ Erwurer
Show Ausigned Role Legend
¢ Eamrve AL

I PRy [l bemr b demanh gl gl §hon Ramm Linar "

Clear  Cancel

e Cmer Pafnut at 3226230 pm  portalz pong
siop clock ruwng 11797

Dong g Intermat | Frotected Mode: O = HIN% =

i,
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This page displays the results of the New User Setup. The User NCID was added as a user.

Provider Portal Ebginlny Pl Appervel  Clams  Relerrsl  AORESVRGIS  Pevest  Tradieg Pamaer  Code Leasch  Conseml Fodma

" Home t UFser Adersevica lsn ® User Mainienand @

Uzer Maintenance

v Added the User NCID; Esbolainas 1

Laat Mame:
Ui 1D (W10
Prowvader Group:  Cheose

Prass tha Mew Usar Satup button balow to bagen addng 3 Maw User
g Linar Sptup ]

Ernaal;

Usar Status:  Choose =

i It | Frotected Mode Gn

@, Tredd smith

& Al

Legend

Use the following search oniteria bo find a User. User profiles can be updated by choosng & mow from the results kst by cholang User 1D [HCID) bk 1o Continse

I Seaich Chrai

fa = H100%
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2.2.2.2 User Maintenance Setup Instructions
This series of web pages allows the office admini
demographic information, Provider Groups, and roles for the Provider Portal.

Step 1:
This page allows you to search for a user to change their data or go the New User Setup pages.
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